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25X1 A6A 


25X1 A6A 


I Mlfl mm inn iftMitTtttf 


21m tigwtunt of tMi position will be mter the egtryji iw of the 
Mwt»t itritiw Officer (Authorised Certifying Officer) fee the | 

Station which ruder* financial assistance to two sub Iim*. nt duties 
Ml wpwifc ilitiu an of • general fi nan cial aatara embodying oil func- 
tional tftttu which at a Ciaaa A 3 tattoo may be aaaipad. Specifically 
(iftM duties sad riMJponsibiUtXe* Include : 


A* Aselst in tike Maintenance of financial records to accord- 
ance with regulations and subsidiary ledgers as required and balances 
mm agtlast the Control Ledgers; Specifically: 

I. Assists la the p rep ar a tion of all travel vouchers, 

SBf «i VCt frea Headquarters, by giving advice on prepara- 
tion, p r oper incuswtatlea etc,. Reviews finished voucher 
sad ashes disber await. 


2* ftnyaares vouchers covering disbursement of funds. 
This includes currency conversions and preparation of 
pps p ar decMwats far the transfer of accounts (7/ A* a) to 

or Headqu a r ter 3. 

3. Peats transactions to allotasnt control and sub- 
sidiary ledgers, assuring that they are la balance at all 
tinea. 


4, May participate la, or prepare if required, large 
portions of the aonthly accounting reports to be submitted 
to Headquarters. 


5. my, contingent upon workload or staffing, prepare 
Journal vo u chers for receipts, issues and adjustments per- 
taining to financial control of property and record such 
weathers ia General Ledger Accounts. 


6. tevlews transactions to assure that proper object 
den cede haa been affixes, this is done for Control 
purposes, and 

7. My inltista correspondence to other Stations/ 
Bases and/or H e adqu a r ters, la connection with financial 
natters as required. 
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25X1 A6A 


FUkJAi ACCOOlfXIBG ASSISfMT 
38 - 7 
2 


25X1 


I. ftndfW sad fU«t Agency Regale t ions, Handbooks 
sal earreepoadenee. Logs in accountings sad receipts, 
maintains morions files. 


C* SvImm typing duties tar fra 
sal other related duties as assigned. 


25X1 A6A 


SKtims general administrative and technical supervision fro® the 
Adaini strati ve Officer (Authorised Cert 1 tying Officer). 

ni. a mgsgjm 

Fiscal Act canting Assistant. 


IF. BI81T8WKJISHI1ES 




Mbjsct position is expected to consist primarily of basic accounting 
fractions with completed work subject to review and analysis by incur* ants 
of higher graded positions. Bedstone rendered at this level era restricted 
generally to those Involving the accuracy of routine everyday transactions. 


In comparison with next higher g ra ded position this position is confined 
to fra <8*07 level by concentration of activity open the sure repetitive and 
rwfclaa fractions, the lack of authority to operate in de pendently, and the 
Sadi of say superv isory raspooslbi ii tlee . Responsibility to participate in 
Mgd preparation is lint tad to the accessary clerical aspects of compilation. 
Hu vary nature of tha datiao of this position are narrow e r in scop* and 
complexity than fra next btfrr level. 
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1 3 MAY 1959 


MEMORANDUM FOR: 

THROUGH: 

SUBJECT: 

25X1 A6A 

REFERENCE : 


Chief, Salary and Wage Division 
Chief, WH Support 

Proposed GS-7 Fiscal Accounting Assistant 


dated 31 December 1958 


A. Dispatch | , 

B Comptroller's Memorandum dated 16 March 1959 


25X1A6C 


25X1 A6A 


1. Attached is a rewrite of the proposed position description 
forwarded with Refer ence B covering the p roposed GS-7 Fiscal Account 
ing Assistant in the I I 


2. A current review of the[ 
been made and is furnished below: 


activities has 


a. Cash on Hand 

b. Expenditures (average 1 Nov. 1958 - 

30 April 1959) 

c. Employees Service 

the number of | 

d. Projects and Activities 

e. Value of Property on Hand (Inventory of 

property on hand now in process in 
order to establish on the financial 
record) 


3 It is recommended that favorable consideration be given to 
this request as we believe the duties aid responsibilities currently 
assigned to the finance group at this station warrant favorable con- 
sideration of this position. 


4 If there are any questions regarding the attached proposal, 
do nothesitate to call the undersigned or the Acting Chief, Finance 
Division. 


E. R. SAUNDERS 
Comptroller 


25X1 A6A 


25X1A1A 

25X9A2 


FOIAB3B 


Attachment: 

Proposed Position Description 

Distribution: 

Original and 1 - Addressee 
1 - WH Support 
1 - Comptroller 
o - Finance Div. 



ac/fdJ 


B.1 May 195! 


25X1 A9A 
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